
Quick Look at Adding a Location 
Use this Quick Look Guide to learn how to add a 
location for your Organization 



Log in to kynect resources and from the Workspace, click the Organization 
link



From the Organization screen, scroll to bottom of the page and  
click the Add Location button to add a new location



Complete all the Location information and click Save at the 
top right corner.



The Location is now added and visible from the Organization home 
screen.  
To add or assign resources to the newly added location, see the Quick 
Look at Adding Resources Quick Reference Guide.



With multiple locations listed, when adding staff, a Primary 
Location may be selected to assign a staff member to a 

specific location. 



Thank you
For additional support, please use the Help section in 
kynect resources or email kynectresources@ky.gov
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